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	Sample Fair Processing Notice                                                    CORE25A



	History of changes to this document

	Version No.
	Location of change
	Description of change
	When

	1.2
	Throughout
	Updated to clarify data use, sharing, communications, profiling, and signposting to the full Privacy Notice.
	10/2026

	1.1
	Throughout
	Amends to replace references to EU GDPR – replaced with UK GDPR
	05/2021

	1.0
	New document released
	
	04/2018


	Guidance notes for using this document
This document is intended to provide an example of fair processing wording. It is essential that any wording used is carefully reviewed and fully personalised to reflect the processes and arrangements which apply in practice in the firm in respect of data processing.
When personalising this document, you should:

· Review all text and amend and adapt as appropriate to ensure that it is in line with the firm’s business model

· Delete or adapt text in [square brackets} and blue text
· Delete this guidance note (including the ‘History of changes to this document’ below) 

· Delete any notes and guidance provided throughout the document 

Once implemented, on an ongoing basis and at least annually, the effectiveness of the firm’s fair collection wording should be reviewed. This review should consider any changes to legislation and regulation as well as best practice and the firm’s own systems, controls, and procedures.
When is a fair collection notice required?

Fair collection notices or just in time notices can be used to provide relevant and focused privacy information at the point where you collect data. This is part of a layered approach to provide information at certain points of data collection.
For example, such wording could be included in telephone scripts, application forms, contact forms and depending on how the data will be used, the length and requirements of the fair collection notice will change. When filling out a web form people may not think about the impact that providing the information will have at a later date. In the case of a website a fair collection/just-in-time notice will work by appearing on the individual’s screen at the point where they input personal data, providing a brief message explaining how the information they are about to provide will be used.
If the information to be used will be limited to simply responding to the email enquiry, then the fair collection notice can be reduced accordingly.
It is not a substitute for a full privacy notice  (see document CORE25, the fair processing notice is not suitable to comply with all disclosure requirements and therefore should reference and signpost to the firm’s full privacy notice. 



Fair Processing Notice 
In your dealings with us you may provide information that includes data that is known as personal data. 
The personal data we collect will include data relating to your [name, address, date of birth and wider contact details – delete and amend as appropriate]. [Where relevant, we may also collect information about your health and/or criminal convictions and offences. Explain briefly why this information is required at this collection point and amend or delete as appropriate.]
We will process your personal data to provide our services as your insurance broker, including obtaining quotations and arranging and administering your insurance [and supporting you with claims – include or delete as appropriate]. [We may also use your information for statistical analysis and profiling, for example to assess which products or services may be suitable for you. Briefly explain any significant or unexpected effect of the profiling and amend or delete as appropriate.] [We may use your information to arrange insurance premium finance where applicable – amend or delete as appropriate.]
We will also use your personal data to manage our relationship with you and send service-related communications. [Where permitted, we may also send you information about our products and services. If consent is required: Where you have agreed, we may send you marketing communications – amend or delete as appropriate.] You can opt out of marketing communications at any time by emailing [insert opt-out email address or other suitable method]. Opting out of marketing will not affect service-related communications that we need to send you.
We will use your personal data for the purposes described above and as otherwise explained in our Privacy Notice, including where further use is compatible with the original purpose or is required or permitted by law. We may share your personal data within our firm and with [other firms associated with us, insurers, reinsurers, wholesale brokers, claims handlers, loss adjusters, premium finance providers, fraud-prevention and credit-reference agencies, professional advisers, regulators and service providers – amend or delete as appropriate], but only where there is a lawful basis for doing so.
For more information about how and why we use your personal data, our lawful bases, how long we keep it, any international transfers, your rights and how to make a data protection complaint, please read our full Privacy Notice [insert link]. You can also contact our [insert ‘data privacy representative’ or other suitable contact] by emailing [insert email address].
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